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1. Attached are copies of tebulsiioms of overtine and toliday tise
worked and annual and sick leave teken for the period 4 January 1583

through 28 ¥earch 1958 inclesive., These suunaries, one for each vay pericd,

give a complete ploture of the overtime and leave record for your offite
during this entire period. The first column reflects the total regular
hours worked during the pey pm-ict en! subsequent columns gives (a) the

total number of employees paid, (1) the nusbor of hours of nigm diPPerential

(if any), {c) overtime worked, [2) holiday time worked, {e) amnual lsae
teken snd (f) sick leave taien, The l:st colusn indicates the allotmer ®
sccount and is followed by the dates invelved in the payrcli either on the
first or the lest lins o each summery, (for exsnple, 3«0le«)Beld maan:
March 1 through Merch 14).

2., Following is a summry o the avere e number of hours per oay
period per employee for your office as cmp;red with the arerages for
the Agency as & whole concerning the periol - Jenuery 1953 t;qrr ugh
28 ¥arch 1958:

Avor&gea
Tten Your 0ffice igeney
Overtice 1l.48 5.19
Holiday Time <05 .13
Ammasl Leave 2JT2 2.59
Sick Leave $e20 3.07

3. In addition to the summaries by pay poricds for your offies w
are attaching a listing of leaw taken by individuals for ths pay pericc
from 1 Hareh 1988 through 14 Merch 1955, This listing is prwidod a3 sn.

the overtize end leave preeices af ygdur office,

4. These reports on leave tuken and overtime worked ar: beiag
submitted to you for use ir comnsction with consideration of the appli-
oation of policies comeerning the eppro al of overtime eas outlined in
CIA Regulstio
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